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PREFACE 
 
 

This ETraker Web Portal; Election Supply Order System manual is to be used as a guide for 
the administration of elections conducted by county and municipal election officials.  Local 
election officials responsible for elections should find the information contained in this 
publication beneficial. 
 
This manual is not intended to be used as a substitute for the Georgia Constitution, relevant 
statutes, or applicable case law.  Whenever there is a question regarding the interpretation 
of information contained in this handbook, or of a particular section of the Election Code, or 
any other statute, the user should contact competent legal counsel or the Office of the 
Secretary of State, Elections Division. 
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System Introduction and Overview 

 
The new internet based Elections Supplies Ordering and Inventory System is the “ETraker Web 
Portal”.  
 
The site can be accessed directly at http://sosga.etraker.com and is also on the Secretary of State’s 

Website under Election Tools in the County Officials portion of Election Connection: 

www.sos.georgia.gov/electionconnection.  

 
Please note that the system using “EI99” transaction via the Go Screen has been “frozen” and orders 
should no longer be placed using the old system. 
 

To assist you in identifying only the supplies necessary for an upcoming election, there are links to 

downloadable County and Municipal worksheets on the ETraker Web Portal in Adobe PDF Format.   

 

To ease matching the item with a physical item, you will note that the system item number is now the 

actual form number.  

System Support and Contacts 

 
The Georgia Secretary of State, Elections Division HelpDesk will provide primary support for the 
ETraker Web Portal:  

 
Hours of support are from 8:30 am to 4:30 pm (EDT)  
E-mail: etrakeradmin@sos.ga.gov  
Telephone: 404-657-5359  
Fax: 770-408-3885 

 

At this time, updates of external email addresses and other county voter registration and election 

contact changes should continue to be sent to Rhonda Brown at rbrown@sos.ga.gov.  

User Name and Password 

 
Your User Name and password will be supplied in an email from portal@etraker.com entitled 
“ETraker Web Portal Account.” 
 
The system also includes a self service password recovery function that enables users to 
independently recover their forgotten password. 

 

http://sosga.etraker.com/
http://www.sos.georgia.gov/electionconnection
mailto:rbrown@sos.ga.gov
mailto:portal@etraker.com
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How to Order Election Supplies 

 

The ETraker Home Page 
 
Access the ETraker system from your Internet browser.  The system is optimized for use with 
Microsoft Internet Explorer, version 6.0 and above.   
 

The system is located at this URL:  http://sosga.etraker.com/.  This will take you to the ETraker 

Web Portal Home page. 
 
Messages, or links to other information, appear on the Home page.   
 
Click on a link or 
worksheet to open  
that item. 
 

 

 

 

 

 

Template Worksheets 
 
Template Worksheets also appear on the ETraker Web Portal Home page.   
Click on a template worksheet to open that item for either county or municipal elections. 
 
 
 
 
 
 
 
Here we will open the 
Order Worksheet for 
County Elections. 

 

 

 

http://sosga.etraker.com/
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The County Election Template Worksheet will open in a separate window as an Adobe Acrobat (.pdf) 
file that you can save or print from the Acrobat Reader. 
 
Printing a template worksheet allows you to 
review inventory items and create a draft of 
your election supply order. You can refer to 
this draft as you enter your order into the 
ETraker system. 
 
Simply close the Adobe window once you have 
saved or printed your template worksheet. 
 
Note: you do not have to login to the system to 
open a Home page link or worksheet. 
 

 

 

ETraker Login 
 
From the Home page, type your User Name 
and Password in the fields provided 
 
Then click on the Login button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Forgotten Password 
 
If you forget your ETraker system password, you can click on the “Forgot Password?” link on the 
Home page. 
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On the Retrieve Password screen, enter your User Name and Security Code then click the Send 
Password button. 

 
 
 
Your password will be sent 
to the email address 
associated with your User 
Name.  
 
 
 
 
 
 
 
 
When you have successfully completed your Login, your User Name is shown below the Menu bar. 
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Review Inventory Items 
 
The ETraker system provides you with the ability to review the election supply items contained in 
inventory. 
 
To view these items, from the menu bar, click on Products. 
 
 
 
 
 
 
 
 
 
 
 
The Products list will open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can choose to view 
the Products list with or 
without pictures. Notice 
that in the example below, 
the product line items are 
single spaced in the 
Products window. 
 
Click on the View Tab and 
follow its directions to 
change the view. 
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With the View set to Simple Product List with Pictures, you will see a thumbnail graphic image, if 
one is in the system, for each inventory item.  Notice in the example shown below, the GA Voter 
Sticker has this product image. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the text Larger View to enlarge the product image. 
 
Click the red X in the 
upper right corner to 
close the larger image. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can manipulate the list of inventory products in other ways by using the Filter, Group, and Export 
tabs below the View tab in the Product window. 
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The Filter tab allows 
you to narrow the list  
of items displayed by 
changing the unit of 
measure or other 
criteria (using 
conventional Boolean 
search operators) to 
change the product list 
display. 
 
Simply follow the 
directions on the tab.  
You may set up to five 
filters at one time to 
narrow your search. 
 
 
The Group tab allows you to display data together by a specific column of data. You may have up to 
three levels of grouping.   
 
Again, follow the directions on the tab to group inventory items by the criteria available on the tab. 
 
Use the Clear button to 
remove criteria. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Export tab allows you to create an external list of the items displayed in several formats: 
Comma Delimited (CSV), Formatted Microsoft Excel, Microsoft Excel, Microsoft Word, or Adobe 
Reader (PDF).  Note that you must have Microsoft Office 2003 or later installed on your system in 
order to export in Excel or Word format. 
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Again, simply follow the 
directions on the 
Export tab. 
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Placing an Order 
 
The steps used to place an order for election supplies are very similar to the use of any online order 
system like Amazon.com, department store websites, or other Internet based retailers. 
 
On the ETraker Menu 
bar, click on Order  
 
 
 
 
 
 
 
 
 
 
 
 
 
This will open the Order module for ETraker.  Notice that in this example, the system is displaying 
page 7 of 7 with items 121 to 124 of 124 shown in this view. Normally when you open the Order 
module, you will be on page one of numerous pages and you have the ability to change the number 
of items shown to you 
on each page. 
 
Also when the order 
window opens, there 
are zeros in each line 
item of inventory. 
 
 
 
 
 
 
 
 
 
To create your order, you will type the number of each next to each item that you include in your 
order.  If you have used the County or Municipal Template Worksheet to draft your order, you simply 
need to scroll down the list of items, or navigate to the pages for each of your items, and place the 
number desired next to that item. 
 
Be sure that you are ordering in the correct quantities (i.e., if you need 1,000 voter certificates, you 
only order 10 packs of 100; the Unit of Measure column gives the quantity measure for each item. 
 
In the next example, three different items are being ordered.  
This order is for: 
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15 Each of the item  
6–VOTER ID POSTER 
 
10 Packages/100 of the 
item VOTER REG. APPLI. 
 
5 Rolls of the item 
GA VOTER STICKER 
 
If you miss an item, you 
can click to move forward 
or back to pages that 
contain those items. 
 
You may cancel your order at any time by clicking on the CANCEL ORDER button on any page. 
 
When you have completed your entry of items for your order, you then click on the button at the 
bottom of any page: Click Here to Add Selected Items to Your Order.  This will transfer your order 
to the ETraker checkout basket (again, similar to any online ordering system).   
The Checkout button will 
then be highlighted in red 
text. 
 
 
 
 
Click on the Checkout 
button to complete your 
order selections. 
 
 
 
 
 
 
 
When you have completed your order and clicked to checkout, the system then presents the Order 
Checkout screen. 
 
Here you will finalize 
your order with the 
addition of shipping 
details and other 
information using the 
tabs at the top of the 
Order Checkout 
window. 
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The first tab of the Order Checkout window, 1.  Review Order is just that, a review of the items you 
have placed in your order.  You may update the quantities of items in your order by changing the 
number and then clicking on the Update button for each item, you may go back to add items you 
may have forgotten by clicking on the Continue Ordering button at the bottom of the window, or you 
can move to the next tab at the top of the window. 
 

Note:  You can cancel your order at this point only if you change and update the 
amount of each item to zero or you can click the Continue Ordering button at the 
bottom of the screen to return to the item order screens where you will again find the 
Cancel Order button. 

 
Tab 2. General  Information at the top of the checkout window allows you to enter purchase order 
numbers or other information to accompany your election supply order. 
 
 
Note: 
Again you will find the 
Continue Order button at 
the bottom of this 
window to allow you to 
modify or cancel your 
supply order at this 
point. 
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Tab 3. Comments is simply a window that allows you to add typed comments about your order.  
These comments also appear on your final order and invoice. 
 
Note: 
Again you will find the 
Continue Order button at 
the bottom of this 
window to allow you to 
modify or cancel your 
supply order at this 
point. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The next tab on the Checkout window, 4. Shipping Details, is very important.  This is where you tell 
the system where to ship your order. 
 
First you will need to 
select the Carrier 
by clicking on the drop- 
down arrow. 
 
Notice that the red 

asterisk * to the right of 

the drop-down box 
indicates that this is a 
required selection. 
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Currently United Parcel 
Service, UPS is the only 
carrier available.  
However, you still must 
make this selection.  
Simply click on 
UPS and it will be 
selected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Next you must select the shipping destination.  Again you have a drop-down box that will list the 
shipping address associated with your User Name.   
 
Click on the address 
that you want and it will 
be selected.  
 
For this example, we 
are selecting Fulton 
County as the shipping 
destination for our order. 
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The shipping address will automatically transfer to the fields on the Shipping Details tab. 
This address information cannot be changed unless you are able to select another from the 
Destination drop-down menu. 
 
 
Note: 
Again you will find the 
Continue Order 
button at the bottom 
of this window to 
allow you to modify or 
cancel your supply 
order at this point. 
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The final tab on the Checkout window is 5. Submit Order.   
This will finalize your election supply order.   
 
If you go to the final 
tab without 
completing your 
shipping or other 
information, you will 
not be able to 
complete the order 
and be returned to 
the tab that requires 
input. 
 
Note: 
Again you will find the 
Continue Order 
button at the bottom 
of this window to 
allow you to modify or 
cancel your supply 
order at this point. 
 
Click on the Submit 
Order button to 
finalize your order. 
 
If your order is successfully submitted you will see the following screen that also contains your order 
number.  
 
You may also 
choose to view your 
Order Summary 
from this window. 
 
This will open an 
Adobe Reader 
(PDF) file that 
contains a detailed 
summary of your 
supply order. 
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This example shows 
the Order Summary. 
 
You can either Save or 
Print this Order 
Summary as you 
would any other PDF 
document. 
 
 
 
 
 
 
 
 
You will also receive an email confirmation of your elections supply order.  It will be sent to the email 
address associated with your User Name. 
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To Exit the system, click on the Close Window button 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then, click on the Logout link at the top left corner of the page. 
 
 
After you Logout, the 
system returns you to the 
Home page.   
 
Then you can simply 
close your Internet 
browser. 

 

 


